ODEPARTMENT OF ARCHIVES AND HISTORY
RECORODS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM-1 for instructions on completing this form. Forward signed original to °
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

. @ APPLICATION FOR RECORDS RETENTION SCHEDULE I OF FICE OF THE SECRETARY OF STATE

Attention: Scheduhng Section. ¢ £.8 Bol22 ~o s . , A
FOR AGENCY USE 1. Agsncy Address | FOR RECORDS MANAGEMENT USE
Apptication Dete . Office of Commissioner of Insurance Appliatlon Number
Insurance Department » Rating Division f 88— 2.3
Application Number 716 West Tower ’ Floyd Bui ldlng Date Received - Date Completed
. No. 2 Martin Luther King Drive JA N 5 2
7 _Atlanta, Georgia 30334 _ 1988 MAY 1 9 988
2. Person to Contact Working Titlg Telephone Numbor
Tommy_Hutchens Transferring Records Custodian _ 656-2023 e
3. Action Requested '
3. (O Estaousn Retention Schedule; record will continue to accumulate,
b. O Dispose of present accumulation; no further accumulation anticipated.
¢. B Amend Application No. 74-341A Check One: O) Change; (3 Supercede; O Void
4. Dates of Series 5. Recofds Series Title (followed by title used in office; if diffarent)
Earliest Latest o
arhie Individual Risk Filings received from property and casualty
1955 | Present _insurance companies
6. Division and Office Function What is the function of the Division and the foice in which this record series is created?

The Commissioner of Insurance determines that state-appropriated funds are paid
to and deposited with the State Treasurer within the sums provided by law. The
Commissioner of Insurance also regulates insurance companies, their agents and
operation; regulates industrial loans of less than $3,000; and oversees the
enforcement of the State's fire safety laws and mobile home sales regulations.

The Insurance Division supervises insurance companies and agents, collects
premium taxes, examines policy forms and policy rates, and administers insurance

related laws. The Dlvision also licenses agents and companies and investigates
consumer complaints.

7. Record Series Description This file contams the following documents {include form numbers and titles, if any):
Attach samples of the file.

Documents relating to: The issuance of individual risk policies as required by 0.C.G.A.
33-9-32. Used when the insurer and insured contract to use a

lower or higher rate than is otherwise applicable for the specific
AU YIS IHEX risk involved.

File is arranged: Alphabetically by name of insurance company: DY Year policy expires, M/A%

8. Monthly Reference Rate How often are records réferred to which are:
One to six monthsold L. #8 _: Seven to twelve monthsold __#8_/ : Thirteen to twenty-four monthsoid | 2@ .
twenty-five months and older__LQ.? @@ }/; / /7 2

9. Annual Rats of Accumulatign of Records
Letter-size drawers ag ; Legaisize drawers _._L_. Shelves é_.;(_ ; Other (specify/ Hm

MWMM /& @#W

AR-8%0-71; R-v 78 Om)




3. 15 INIs e Q1TiCIdl COPY OT 1INe Seriess
X If not, where is it? —
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
X
x_| _c. Is this a vital record?
X d. Does this serigs have histgrical or long term research value? . A
e. When one or two documents in the file make it necessary to keep the antire file for a long penod could these
X documents be scheduled separately? -
x | _f, !mwmmﬂmﬂmmm.mmmm d
g. Is the information contained in this series ever analyzed and/or racorded in & summsrized report?
X If yes, attach copy,
h. Is there a duplication of this saries in your office, or in another office or agency?
X 1f ves, where? _
X L. Is this series (or 2 majer portion of it) regularly micrafilmed?
x 1_i_Does the record series result in a computer printout?

1. Rctentlon Requirements

The following requires the series to be kept:

a. State Law years. d. Audit period - years.
b. Statute of limitation - years. e. Administrative need i years.
¢. Federal law 1 years, f. Federal retention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrative need. Copy of 0.C.G.A. 33-9-32 attached.

t

12,

Aporoved Disposition Instructions This agency recommaends that the file series be cut off at the end of each:
& Calendar Year; O Fiscal vear; O Other then,

Hold in the current filesarsa ______month{s) __2 __ vear(s); then
O Transfer to local holding area, hold ____________vyear(s); then

Transfer to State Records Center;hold 5. ___year(s); then

Destroy. '

O Transfer to State Archives for permanent retention.

O Other (Specity)

These instructions apply to all prior and future accumulations of the series.

e

Aﬂ lﬂ_‘! Ba. &

ency Head nge_(Signature) ___Days Records Management Officer (Signature) Date
&/_L(; n\\g Q//{/;/éy? M% 11-18-§7
2RO\ 13-’05 ) State Records Committee (Signature) Date
Recommendations in para- 3
graph 12 are approved. State Auditor/Designee W 5'— H il
(If disspproved, attach Ietter 7 —~
of explanation.) Secretary of State/Designes WM 2 /Maq ixzd
& “ D Attorney General/Designes 'u - m%/




